
REQUEST FOR PRESIDENTIAL LETTER OF APPRECIATION 
 
 

Retiree Info:        Unit POC Info: 
 
* First Name:               MI:           * Last Name:        
 
* Last Name:             * First Name:       
 
*Grade:        Last 4 SSN:                Mr.   
 
         * Grade:        Ms. 
 
* Years of Service:              Mrs. 
 
*  Civilian             Mr.      Unit POC mailing address: 
    AD Regular        Ms  .  
    Guard           Mrs.     * Unit Name:        
    Reserve             Dr.               e.g.,1234 Parkway Drive 
         * Address Line 1:       
Retiree Mailing Address:                                    e.g.,Building 123/LGMJA 
                  e.g., 1234 Parkway Drive        Address Line 2:      
* Street:                        e.g., San Antonio, APO 
                 e.g., San Antonio, APO     * City:         
* City:                 
      e.g., TX, AE     e.g.,78230-3401                      e.g.,TX,AE       e.g.,78230-3401 
* State:           * Zip:             * State:              * Zip:           
 
 
         Retiree Dates:  01 Jan 2004 
Mail Letter To:        
         * Retirement Date:       
*  Mail Letter To:            Retiree  
         * Ceremony Date:        
                                         Unit POC 
         * Letter Due Date:       
 
 
 
 

Supervisors who want special recognition for their civilian employees may request greetings 
from the President.  The employee must have served a minimum of 30 years of service when 
they retire, either all military or civilian service or a combination totaling 30 years of service. 

 
Request must be made at least 45 days prior to the retirement date.  You may  e-mail this 
form to Ms. Ollie Wilson or Ms. Marina Kappler at 435 MSS/DPCE.  If you need 
assistance you may call  DSN: 480-4212       


